Our First 
Aunual Directory 








Long have we wanted it. Long have we planned 
it. Long have we needed it. Now, at long last, 
we are to have it! Our first ANNUAL DI- 
RECTORY—the “Blue Book’’ of secretaries— 
the ‘““Who’s Who” of the secretarial profession. 


Just as lawyers and physicians and accountants 
and other professional men and women are given 
official standing through having their names re- 
corded each year in a nationally accepted publica- 
tion, so now will secretaries gain the recognition 
which is their right in the form of the NSA AN- 
NUAL DIRECTORY. 


‘ Many will be the uses of this unique publica- 
tion. Not only will it facilitate correspondence 
among members, but in addition it will enable a 
member to find friends in other cities when she is 
traveling. Especially important will it be to em- 
ployers, because therein they will have a refer- 
ence book listing progressive secretaries of the 
kind they want in their employ. 


All members of local chapters and of the chap- 
ter-at-large will be listed in the DIRECTORY, 
provided that their annual national dues are not 
delinquent on 15 November, the date on which 
the DIRECTORY goes to press. The names of 
members of the Order of the Quill will appear 
therein in bold face type. First year members, 
who are not yet eligible for membership in the 
Order of the Quill, and all other members, who 
have not yet qualified for membership in the Order 
of the Quill, will be listed therein in light face 
type. Of course, to the names of all wearers of the 
coveted Quill will be appended the initials CPS— 
as is the right and precious privilege of every 
Certified Professional Secretary. 


Here is the recognition you have long sought. 
Do not jeopardize it. Protect yourself by making 
certain that before the date of publication your 
current year’s national dues are paid and that 
your correct address is on file at National Head- 
quarters, thus insuring that your own name will 
appear among the names of the elite of your pro- 
fession. 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% 
to 25% have been arranged for all secretaries wearing 
~~ emblem or presenting an NSA membership 
card. 


MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Collorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 

‘ SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 


Here NSA members may meet other members from 
other cities. Here are vacations combining thrift and 
pleasure. Here work is forgotten for frivolity and fun! 
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IN THE SPOTLIGHT 


Tucson, Arizona: for the first issue of EL 
SAGUARO, a journalistic gem adorned by an ar- 
tistic cover as colorful as the Arizona desert itself. 


Decatur, Illinois: for the interesting dinner 
meeting at which Mr. Edward Lindsay, editor of 
both the HERALD and the REVIEW, reported 
the amazing facts he himself had gathered during 
his recent tour of the war-torn nations of Europe. 


Kansas City, Missouri: for Westport Chapter’s 
sponsoring an autumn and winter series of lec- 
tures by faculty members of the Extension Divi- 
sion of the University of Kansas, which issues a 
university certificate to all members in attendance. 


San Francisco, California: for the delightful 
dinner meeting at which the guest speaker, Miss 
Nerica Fugate of the House of Charm, discussed 
the fine points of makeup, dress, voice, and 
posture. 


Charleston, West Virginia: for its elaborate 
plans for sponsoring the second annual Kanawha 
Valley Antique Show, the net profits from which 
are to be used for civic and charitable projects. 


Columbus, Ohio: for the August issue of SEC- 
RETARY’S SHORTS, again the best bulletin of 


the month. 


Toledo, Ohio: for the impressive dinner meet- 
ing at which Mrs. Robert Curl, guest speaker, 
discussed the history and romance of glass as 
applied to Toledo, center of the world’s glass 
industry. 


Amarillo, Texas: for its 1946-1947 Year Book, 
the most attractive year book of the current year. 


Waterloo, Iowa: for the interesting dinner 
meeting at which the guest speaker, Mr. Walter 
E. Ditzler of lowa State Teachers College, told 
of the work of the Eldora Training School. 


Little Rock, Arkansas: for its indomitable spirit 
in demonstrating that a chapter shorn of a large 
number of its members can rebuild and climb to 
even greater heights. 

Denver, Colorado: for the delightful dinner 


meeting at which the guest speaker, Mrs. Evelyn 
Shuck, chose as her subject “Personal Charm”. 


Albuquerque, New Mexico: for the colorful 
covers of its bulletin, ADELANTE, as eye-filling 


as a New Mexico sunset. 


Sioux Falls, South Dakota: for the gay picnic 
at which it entertained visiting members of the 
Yankton chapter. 


Lansing, Michigan: for the first issue of THE 
MITTEN, the best new bulletin of the month. 


Tulsa, Oklahoma: for the second scholarship 
provided by its Secretarial Loan Committee for 
one of tomorrow's secretaries. 


Kankakee, Illinois: for its annual Summer Frolic 
staged in the form of a gay semi-formal dance. 


Evansville, Indiana: for the clever sketches, 
typical of the vacation mood, adorning the cover of 
the August issue of its bulletin, UPTOWN 
LOWDOWN. 


Bloomington, Illinois: for its altruistic project of 
sponsoring YMCA memberships for underprivi- 
leged boys of the community. 


Sioux City, Iowa: for the merry picnic high- 
lighted by hilarious games and an old-fashioned 
gabfest. 


Port Arthur, Texas: for the gay buffet supper 
honoring Irene Gadelman, Southwestern Vice- 
President, one of the judges of the bathing beauty 
contest to select “Miss Texas”. 


Flint, Michigan: for the instructive dinner meet- 
ing at which the guest speaker, Mr. Jack Moiser, 
City Planner of Flint, spoke on “The Scope of 
the City Planning Commission”’. 


Phoenix, Arizona: for the first issue of CAC- 
TUS QUOTES, the beginning of what promises 


to become a very clever bulletin. 


Salt Lake City, Utah: for the delightful dinner 
meeting at which the guest speaker, Mr. William 
C. Winder of the Utah Department of Publicity, 
discussed ‘“‘Employee-Employer Relationship”. 


St. Paul, Minnesota: for the elaborate plans 
made for entertaining delegates to the first North- 
western District Conference scheduled for 28-29 
September. 


(Continued on Page 4) 
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(Continued from Page 3) 


New Orleans, Louisiana: for the interesting 
dinner meeting at which Doctor Oscar Bethea, 
guest speaker, gripped the attention of his listeners 
with a prescription for general well-being. 

Junciton City, Kansas: for having demonstarted, 
in the smallest city in which NSA is represented, 
that secretaries everywhere, in cities both large 
and small, can accomplish more when organized 
into local chapters of a strong national associa- 
tion. 

Springfield, Missouri: for the gay barbecue and 
merry funfest with which it celebrated its second 
anniversary. 


Boise, Idaho: for the interesting article, ““His- 
tory of the Typewriter’, published in its bulletin, 
IDAHO'S TATER. 

Lincoln, Nebraska: for the pleasant dinner 
meeting at which the guest speaker, Mrs. Frances 
Pelton, charmed her audience with selected read- 
ings. 

Wichita, Kansas: for having outlined com- 
pletely its program from 5 September 1946 through 


5 June 1947 and printed it in a beautiful year 
book bound in NSA colors of crimson and gold. 


Kansas City, Missouri: for Heart of America 
Chapter’s clever cover on its bulletin, THE 
HEARTBEAT, depicting the excitement of an 


election of chapter officers. 


Mason City, Iowa: for having adorned its bul- 
letin, CORN TASSELS, with an artistic cover 
which breathes the spirit of autumn itself. 


Colorado Springs, Colorado: for having cli- 
maxed a summer of picnics with a merry Canyon 
Party in the cool shadows of the majestic Rockies. 


South Bend, Indiana: for having christened its 
bulletin, FLOWING THOUGHTS, with the 
prettiest name among all the bulletins of the many 
far-flung chapters of NSA. 

Minneapolis, Minnesota: for its merry week- 
end party at hospitable Lakeside Inn on the placid 
shores of Mille Lac. 

Cleveland, Ohio: for the pretty water color illu- 
strations in its clever bulletin, TWIG TWIT- 
TER. 





WE WELCOME 


Stockton, California—Installed August 21 by registrar Jean 
Ward. Officers: Gladys B. Martin, president; Olive S. 
Bowley, vice-president; Dorothy Oddone, corresponding 
secretary; Katharin Wheeler, recording secretary; Mary G. 
Rudebaugh, treasurer. 

Tucson, Arizona—Installed July 30 by registrar Jean 
Ward. Officers: Florence Hubbard, president; Margaret 
Irving, vice-president; Eileen Bailey, corresponding secre- 
tary; Jean Quam, recording secretary; Marguerite Hoover, 
treasurer. 

Duluth, Minnesota—Installed August 22 by_ registrars 
Florentz Erb and Nellie Voelker. Officers: Marion 
Johnson, president; Ruth H. Gallagher, vice-president; Lou- 
ise Thompson, corresponding secretary; Virginia Lee Flood, 
recording secretary; Thelma Potter, treasurer. 

Raleigh, North Carolina—Installed September 9 by regis- 
trar Lelia Martinez. Officers: Margaret York Wilson, presi- 
dent; Elizabeth Boyd, vice-president; Genevieve E. Bell, 
corresponding secretary; Mary P. Moore, recording secre- 
tary; Helen K. Harrison, treasurer. 

Phoenix, Arizona—Installed July 18 by registrar Jean 
Ward. Officers: Stella Freasier, president; Helen Lowden, 
vice-president; Alice Wilson, corresponding secretary; Lu- 
cille Rieber, recording secretary; Charlotte Humphrey, 
treasurer. 

San Jose, California—Installed July 30 by registrars 
Miriam Ford and Louise Frick. Officers: Joan Casserly, 
president; Carma McGuire, vice-president; Irene Bradley, 
corresponding secretary; Jeanne Meadows, recording secre- 
tary; Mildred Hines, treasurer. 

Winston-Salem; North Carolina—Installed August 22 by 
registrar Lelia Martinez. Officers: Dorrette C. Wood, presi- 
dent; Hilda F. Holden, vice-president; Jessie V. Gilliam, 
corresponding secretary; Betty H. Tilley, recording secre- 
tary; Ethel Lucy Marshall, treasurer. 

Erie, Pennsylvania—Installed August 8 by registrars 
Barbara Giboney and Florence Graddy. Officers: Maxine 
Marshall, president; Grace L. Lee, vice-president; Mary D. 
Kingsbury, corresponding secretary; Virginia Forsman, re- 
cording secretary; Josephine D. Sapper, treasurer. 

Ann Arbor, Michigan—Installed August 30 by registrar 
Bernadine Ahrens. Officers: Miriam Jane Trueblood, presi- 
dent; Shirley Crawford, vice-president; Josephine Brown, 
corresponding secretary; Loretta Kennedy, recording secre- 
tary; Charlotte Rabideau, treasurer. 


Vallejo, California—Installed September 4 by registrars 
Lillian Adams and Edith Martin. Officers: Dorothy Ross, 
president; Bernice Houston, vice-president; Dottie Freeman, 
corresponding secretary; Rita Nichols, recording secretary; 
Irene Gouveia, treasurer. 

Muskegon, Michigan—Installed August 7 by registrar 
Bernadine Ahrens. Officers: Eloise M. Young, president; 
Martha St. Amand, vice-president; Clara H. Pfenning, cor 
responding secretary; Joycelyn Fosdick, recording secretary; 
Clarice L. Hanson, treasurer. 

Asheville, North Carolina—Installed August 2 by regis- 
trar Lelia Martinez. Officers: Constance Kidd, president; 
L. Mae Willman, vice-president; Blanche Patterson, cor- 
responding secretary; Ruth L. Enloe, recording secretary; 
Mary Lou Kirby, treasurer. 

Akron, Ohio—Installed August 1 by registrars Hazel 
Campbell and Dorothy MacPhee. Officers: Margaret Rebel, 
president; Eileen McClellan, vice-president; Marie O'Hara, 
corresponding secretary; Lois K. Pool, recording secretary; 
Geraldine White, treasurer. 

Pittsburgh, Pennsylvania—Installed September 13 by 
registrar Dorothy MacPhee. Officers: Dorothy F. Eck- 
breth, president; Betty Lang, vice-president; Marie G. Von- 
dera, corresponding secretary; Lydia J. Sartoris, recording 
secretary; Olive M. A. Dixon, treasurer. 

Youngstown, Ohio—Installed September 6 by registrar 
Hazel Campbell. Officers: Gertrude M. Bennett, presi- 
dent; Alyce L. McConnell, vice-president; Arlene Vali- 
guette, corresponding secretary; Ivis Boyer, recording 
secretary; Kitty L. Larsen, treasurer. 

Washington, D. C.—Installed July 25 by registrars Jac- 
quie Bennett and Ann Eaton. Officers: Margaret McCor- 
mick, president; Jacqueline Johnsten, vice-president; Marg- 
aret Mary Morrissey, corresponding secretary; Freda Black- 
wood, recording secretary; Inez M. Brown, treasurer. 

Harrisburg, Pennsylvania—tInstalled September 17 by 
registrar Florence Graddy. Officers: Anna M. Canning, 
president; Pauline F. Miller, vice-president; M. Eleanor 
Hepler, corresponding secretary; O. Jack Elliott, recording 
secretary; Rachel S. Mentzer, treasurer. 

Buffalo, New York—Installed September 13 by registrar 
Barbara Giboney. Officers: Elizabeth E. Wolsley, presi- 
dent; Geraldine R. Day, vice-president; Celia Tully, cor- 
responding secretary; Irma Alice Denk, recording secretary; 
Mary Helen Persons, treasurer. 
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Decasoy Chapter of Decatur, Illinois. 


§ j Below—STELLA FREASIER, president of 





Valley of the Sun Chapter, crowned queen 
of the World's Championship Rodeo. 


MIRIAM FORD, Registrar 


PICTURE 
PARADE 


Duneland Chapter of Gary, 
Indiana. 


Below — Alexandria, Louis- 
iana, Chapter. 











The good housewife went to the kitchen to pre- 
pare supper. She opened the icebox door and there, 
to her surprise, sat a little rabbit. “For goodness 
sakes, little rabbit, what are you doing in my ice- 
box?” she asked. The rabbit lisped: “This is a 
Westinghouse, isn’t it?’ “Yes,” said the good 
housewife. ““Well,”” said the little rabbit, “I’m 
westing.” 

—UPTOWN LOWDOWN (Evansville, Indiana) 

A medical student who had been out on a big 
party until five a.m. sat in a classroom trying to 
pass an exam. His head was fairly buzzing with 
the hangover from the party, and he could just 
about see the paper. The first question was: 

Name five reasons why mother’s milk is better for 
babies than cow's milk. 

The student scratched his head and put down: 

1. It's fresher. 

2. It's cleaner. 

Then he thought awhile and wrote: 
3. The cats can't get at it. 

4. It's easier to take to a picnic. 

Well pleased with the results he had so far 
achieved, he studied long on the last reason. He 
thought and thought but could not remember what 
the last reason was. Finally he had an inspira- 
tion. The next day the professor read as this 
student's fifth reason: 

5. It comes in such cute containers. 
—AROUND THE SQUARE (Springfield, Missouri) 

A farmer was driving past an insane asylum 
with a load of fertilizer. An inmate of the asylum 
hailed him with “What's that you're hauling?” 
‘Fertilizer,’ answered the farmer. ‘“Whatcha 
gonna do with it,” inquired the inmate. “Put it on 
strawberries,’ replied the farmer. The inmate 
looked slyly around, “You ought to live in here. 
We get sugar and cream on them.” ; 

—THE HEART BEAT (Kansas City, Missouri) 

After giving the private a dressing down for 
being so late in bringing back the supplies, the 
sergeant demanded: “Okay! Let’s hear how it 
happened!” 

“Well, I picked up a chaplain along the road,” 
explained the woebegone rookie, “and from then 
on the mules couldn't understand a word I said.” 

—MIDLAND TRAIL (Charleston, West Virginia) 

Said one broom to the other broom, “Aint it 
about time we had a little whisk broom ?” 

“Mercy, no! We ain't never swept together yet.” 

—GENERAL NEWS (Little Rock, Arkansas) 

A big-time gambler had just died. The funeral 
was well attended by his professional friends. In 
eulogy, the minister said: “Spike is not dead, he 
only sleeps.’ From the rear came a voice, “I've 


got a hundred that says he’s dead.” 
—VICTORY CHATTER (Waterloo, Iowa) 


She would be a good secretary if she were not 
so clockeyed. 

—LAKE SHORE BREEZES (Chicago, Illinois) 

The professional grave-digger found himself 
down in a grave too deep to get out of without 
help. Night came and he started calling for help. 
A drunk staggered by and asked what the trouble 
was. 

Grave-digger: “Help me get out of here, I’m 
cold.” 

Drunk (kicking dirt in with both feet): “Well, 
no wonder you're cold. You haven't got any dirt 
on you.” 

—TUMBLEWEED (Amarillo, Texas) 

We understand that manufacturers of a certain 
feminine garment are currently making only three 
kinds: the Gestapo type, the Salvation Army type, 
and the OPA type. The Gestapo type suppresses 
the masses; the Salvation Army type raises the 
fallen; the OPA type makes mountains out of mole 
hills. 

--THE SALUTE (Salt Lake City, Utah) 

Two little boys were loitering on a corner when 
one said to the other: 

“How old is yo’ ?” 

‘‘Ah’s five,"’ was the reply, “How old is yo’ ?” 

“Ah don’ know.” 

“Yo' don’t know how old yo’ is ?” 

“Nope !” 

“Does women bother yo’ ?” 

“Nope !” 

“1888. 

—FLOWING THOUGHTS (South Bend, Indiana) 
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“You dictated so MANY today that I mailed just the 
shorthand.” 


courtesy of 
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Your Treasurer Reports 


As custodian of your funds, I deem it my duty to report to you what has 
happened financially within NSA since June 13 when NSA became an organi- 
zation owned, controlled, and operated by its own members. 


Probably not many of you are aware that on that date we faced the future 
with almost no tangible assets whatever. We owned not a single piece of 
furniture or office equipment—not even a typewriter. What we had used until 
then was rented. Our National Headquarters were in small offices too cramped 
for efficient work. Topping these handicaps, we were confronted with liabilities 
inherited from our days of struggle in fighting our way to our present posi- 
tion of pre-emience in the secretarial profession. 


Were we frightened by these obstacles? We were not! We were de- 
termined to prove that secretaries, as good business women, could operate suc- 
cessfully their own organization. Therefore, your Board of Directors met in 
Kansas City in serious session with your Managing Director to ascertain 
whether we had the financial ability to accomplish our high purpose. 
Mr. Turner sharpened his pencil and then the Directors went into a huddle. 
The unanimous decision was that we could! 


For the soundness of that decision, I submit to you the following: (1) 
our National Headquartérs are now in offices befitting our importance; (2) 
our furniture and office equipment are now our own property; (3) we have 
doubled our personnel at National Headquarters and thus created better 
service to chapters; (4) we have enrolled more new members during the last 
three months than we had ever previously enrolled in any six months; (5) 
we have paid our current bills and decreased our inherited liabilities more than 


$1,000. 


To understand how this has been accomplished, let us examine our three 
sources of income. In the order of their importance, they are: memberships 
from chapters, memberships from registrars, and national dues. But, ironically, 
the most important of these—memberships from chapters—since June 13 has 
been our weakest source of income. In fact, if it had not been for the loyalty 
of old members in paying national dues. and for the magnificient job done 
by registrars in enrolling new members, we could have never accomplished our 
purpose. 


‘Lhis is something you yourself can correct. Moreover, it is your duty to 
correct it. You need simply to make yourself a committee of one to insist that 
every time your chapter loses a member its membership committee must enroll 
a member to take her place. In doing such, you accomplish three things: (1) 
you add funds to your chapter treasury; (2) you provide National Head- 
quarters with working capital necessary to guarantee a strong national organi- 
zation: and (3) you perpetuate the strength and virility of your chapter as an 
important organization in your own community. 


DOROTHY HENDERSON 


National Treasurer 
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BETTER SPEECH 


by GrorcE R. TuRNER 


although and though: The fine distinction be- 
tween these two words is that although means 
“even though” and though means “‘in spite of the 
fact that”. 


broadcast: Both the past tense and the past par- 
ticiple are broadcast. Correctly speaking, there 
is no such word as “‘broadcasted”’. 


coffin and casket: These words are not syno- 
nyms. A coffin is a large box for a corpse. A 
casket is a small box for jewels. 


canine: canine is an adjective, not a noun, and 
is not to be used for “dog”. It means ‘‘dog-like”’ 
—for example, ‘‘canine features”. 


circumstances and conditions: Correct speech 
requires that we say ‘‘in these circumstances” and 
“under these conditions”. 


detail and detailed: detail is a noun or a verb. 
detailed is an adjective. Say ‘‘a detailed descrip- 
tion,” not “a detail description’’. 


kinfolks: This is a provincialism. The correct 
word is ‘‘kinsfolk’’. 


favor and resemble: These words are not syn- 
onymous. To favor means “‘to show partiality”. To 
resemble means ‘“‘to register similarity’. Twins 
may “resemble’’ each other without “favoring” 
each other. 


quite: The correct meaning of quite is ‘‘com- 
pletely”’ or “wholly” or “‘entirely’"—for example, 
“he was quite mistaken’. Too often it is used 
incorrectly to mean “very’’ or “considerably” or 
“rather’—for example, ‘it was quite cold.” 


pupil and student: As applied to institutions of 
learning, pupil describes a younger person, usually 
in the elementary grades, while student is descrip- 
tive of one in a higher grade. 


A.D.: These are the initials of Anno Domini, 
Latin meaning “‘in the year of our Lord’. They 
are to be used before, not after, a given year— 
for example, “A.D. 1946”, not “1946 A. D.”. It 
is incorrect to say “in the year A. D. 1946’"— be- 
cause such is a repetition equivalent to saying “‘in 
the year of in the year of our Lord 1946. 


post card and postal card: A postal card is a 
mailing card with a printed stamp officially printed 
and sold by the government. A post card is a 
private mailing card requiring an adhesive postage 
stamp. 


finance: Incorrectly used in the plural form 
as a synonym for “funds”. It is a vulgarism of 
speech to say ‘‘my finances are low”. 


angry at and angry with: Good usage makes 
this distinction: we get angry at a thing and angry 
with a person—for example, ‘he was angry at 
the weather and angry with the forecaster for 
not predicting it correctly’. 


beat: This word is not to be used in the sense 
of ‘‘win a victory’. Properly, it is synonymous with 
‘strike’, “‘pound’’, “‘belabor’’, “cudgel”. Instead of 
saying ‘Navy beat Army in football,” say “Navy 
defeated Army in football’. 


all together and altogether: All together means 
“in concert” or “in unison”—for example, “they 
sang all together’. altogether means “wholly” or 
“entirely’— for example, “this is altogether 


strange”. 


crowd: A crowd is a large number of persons. 
To use crowd to mean “a group of friends’’ is 
pure slang—for example, in expressions like “our 
crowd doesn’t patronize that place’’. 


tasteful and tasty: In the sense of “savory” or 
“pleasing to the palate’, the correct word is tasty 
—for example, ‘‘a tasty morsel”. Tasteful is the 
correct word when the meaning is “in good taste” 
—for example, “tasteful decorations’. 


a half hour: The correct expression is a half 
hour, not “half an hour”. 


every so often: This is a colloquialism. The cor- 
rect expression is “once in a while”. 


from and of: Avoid the substitution of from for 
of. Instead of saying “they died from starvation”’, 
say “they died of starvation”. Similarly, instead 
of saying ‘‘she is ill from diphtheria”, say “she 
is ill of diphtheria’. 

climb down: climb means “‘ascend’’. Obviously, 
it is impossible to “ascend down’. Instead, say 


“descend”. 
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THE LETTER CLINIC 





by Auine E. Hower 


WHAT ABOUT TRICK LETTERS? 


Tricks, stunts—have they a place in business 
letter writing? 


Take the penny stunt, for instance. A penny 
is pasted at the top of a letterhead. The reader 
is challenged to tear it off and toss it into the air 
to verify that it will come down 50 times heads 
and 50 times tails. 


Absorbed in doing this, the reader may forget 
what the letter wants to sell! This has actually 
happened. 


A two-year-old business publication sent a 
series of letters to subscribers who had not re- 
newed atthe end of the first year. “So many 
responded to our last letter,” read one, “that I 
am not at all certain but what your card may al- 
ready be in the mail. It reminds me of a friend of 
mine who received a teleqram while on the road 
reading: ‘MABLE HAS SEVEN POUND 
GIRL. BOTH DOING FINE.’ And under it 
was a sticker: ‘WHEN YOU WANT A BOY, 
CALL WESTERN UNION.’ ” 


‘What connection has Mable to my taking 
that magazine for another year?” asked one re- 
cipient. “Here's the kind of letter that might have 
pulled my renewal: ‘You were one of the first 
subscribers to our young magazine. We should 
particularly like to have you renew for the com- 
ing year. You have noticed how the magazine 
has improved, and we have definite arrangements 
under way to make it more helpful to you as the 
months go by, etc.’ ”’ 


FEATHERS AND SUCH 


Some years ago, a keen-minded credit manager 
gave me the following letter with the request that 
I offer suggestions to improve it: “A feather is 
just a little thing, but did you ever try to carry a 
feather bed any distance? Similarly, your account 
alone would not burden us, but many such often- 
times make a very heavy load. Therefore your 
check for the attached statement for $18.21 will 
help just that much, and we shall greatly ap- 
preciate it.” 


I thought the letter was clever. It did, however, 
speak mainly of the author's firm, a large and 
prosperous organization, and very little of the 
reader. I submitted this analysis a little un- 
certainly, for the letter was the first of the kind 
I had seen. ‘‘But you do think it’s clever, you say? 
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and the credit manager smiled at my earnestness. 
“Yes sir,’ and off went the letter to about 250 of 
the firm's dealer accounts. 


Back came 13 answers reading somewhat as the 
following one did: “It seems that every time we 
buy a little bill of merchandise of you we get into 
a lot of ‘little’ difficulties. We get a lot of ‘little’ 
letters about feathers and other ‘little’ things that 
have no bearing on the account. If our account 
is not satisfactory on the basis we handle it, we 
want you to say so; if it is satisfactory, we ask that 
you kindly quit sending us ‘little’ letters about 
‘little’ feathers and feather beds.” And yet, prob- 
ably a great number who received that letter liked 
it and thought, as I did, that it was truly clever. 
What 250 people are likely to agree on what is 
clever? 


A letter which has just come in from a large 
eastern client pulled a check very promptly from 
their good customer: “The drums of war often 
create such a din that our ears are deafened to the 
ordinary sounds about us. In a like manner, we 
believe the momentous events of the present day 
have caused you to overlook the following charges, 
March 5 invoice, $51.84, and March 7 invoice, 
$5.72. Your policy, we know, is one of close co- 
operation with all suppliers. Therefore, we are 
confident that your check for $57.56 will reach us 
within the next few days.” The graphic illustra- 
tion draws one’s attention to that letter. Perhaps 
the face-saving friendliness and kindness of the 
approach were actually responsible for pulling in 
the money. 


USE WITH GREAT CARE 


Trick letters have proved very effective in 
salesmen’s contests, club activities, and related 
occasions. They have also been successful in sales 
letters, when the trick or graphic illustration ties 
in with the sales message and brings it out more 
clearly. When the trick is irrelevant, even though 
it may momentarily gain the reader's attention, 
it is usually not effective. 


In credit and collection work, tricks or stunts 
have proved extremely effective in special cases, 
when the credit manager has known enough about 
the case to sense the reader's attitude. In form 
letters, which may reach a number of readers 
whose taste in humor will vary, tricks or stunts 
should be used only with great care. 








PERSONALITY DEVELOPMENT 


by H. Rosinson SHipHerpD, Pu.D.,Lirr.D. 
HONORABLENESS 


The key question here seems to be—not, “Do 
you keep your promises?” but, “Are you careful 
of other people's rights?” The first question has 
to do with your personal honor; but the second 
involves something a good deal broader,—your 
instinctive, habitual care for the rights of others 
wherever they may cross your own rights: the 
broad habit of honorableness. In a word, this 
means being careful about “mine and thine” to 
the degree of being, like Caesar's wife, above sus- 
picion. 

It is a good sign that we are more sensitive 
about this kind of suspicion, probably, than any 
other except the suspicion of immorality. We are 
shocked, horrified, to think that anyone could 
imagine us guilty of taking or having anything 
that belongs to someone else. 

But this ‘mine and thine’ instinct is acquired. 
We start without it. For some time it is only one- 
sided (“unilateral is the diplomat’s term)— 
everything is “mine”. Gradually we are forced 
to recognize that some toys, and clothes, and par- 
ents, and pets are not “mine”, but ‘thine’. Soon 
after this, you begin to divide money, and other 
newly-cherished possessions, into these two 
groups. But you still insisted rather violently, 
perhaps, on the “mine” group, and were never 
so enthusiastic about the ‘‘thine” properties. 

Next, you begin to discover that intangibles 
somehow got into the picture: mathematics solu- 
tions, foreign language translations, examination 
answers; and quotations and ideas in books. You 
found that you were free to use other people's 
ideas if you made it clear that they were not your 
own; you were a bit startled to discover that if 
you omitted some little quotation marks, some 
brutal person could proclaim you a thief. 

And thus the thing grew. and kept growing, 
endlessly—this “mine and thine’’ business. It 
reached out everywhere: to lost articles you picked 
up on the street; the few minutes taken from 
your company when you were late, or loafed, or 
quit early; the paper clips or stamps or stationery 
you “‘‘snitched” at the office; the right-of-way 
you took at the intersection from the car on your 
right; the right of precedence that you took from 
six people at the theater window when you 
slipped in ahead of them; and so on and on. 
There seemed literally no end to it. 

And there wasn't! Wherever other people ap- 
peared, their pathway crossed yours; and since 
some rights were yours, by the same token the 
rest of the rights were theirs; and you began to 
be mighty careful to keep them all clear and 
separate. 

All this time, too, you were discovering— 
sometimes painfully—that your growing instinct 
for honorableness was putting a guard on every- 
thing you said. If there was a worse word than 
“thicf”, it was the word “liar”. You couldn't 


seem to escape this thing—and that’s the truth: 
except alone on a desert island. Of course your 
fairy stories, and your jokes, and all other make- 
believes that others know to be make-believe, and 
not intended to deceive anyone, you never had 
to worry about: only where there was real de- 
ception, and where that deception might seem to 
get you some selfish advantage—those were the 
things you learned to avoid as you avoided rat- 
tlesnakes and poison ivy. 

“White lies?’ You asked yourself if they were 
permissible; and you wondered. Your mother was 
seriously ill; the doctor said she must not have any 
shock; a letter brought news of her sister's death; 
she asked about that sister; you felt that you had 
to assure your mother that her beloved sister was 
“well”—you meaning one thing, and intending 
your mother to understand a different thing. You 
sacrificed your personal habit of truthfulness, not 
to gain selfish advantage for yourself, but to shield 
your mother from hurt. And you know you did 
the right thing. Thus you have had no real diffi- 
culty in distinguishing between “white lies’’ and 
the other kind. 

In general, you have discovered that peovle 
around you avoid those they can’t trust as if 
they had smallpox or leprosy. They have to; the 
habit and instinct for honorableness you have been 
painfully building up in yourself all these years 
is the only basis on which we human beings can 
live and work together. 

1. Your Treasure Hunt for Words.—Intensify 
the whole subject in your consciousness by adding 
to these as many other words as you can that 
suggest this trait of honorableness: 
honest. honesty true, truthful, truthfulness 
straightforward, reliable, reliability 

straightforwardness upright, uprightness 
unimpeachable integrity 
dependable, dependability trustworthy, trustworthiness 
faithful, faithfulness, candid, candor 

2. Use These Words in Sentences.—Keep this 
noble theme in your thoughts by making, every 
day, a few sentences with these words and the 
others you are collecting. 

“He was the soul of honor.” 

“She not only took nothing that wasn’t hers—she 

didn't want anything that wasn’t hers.” 


“Whenever she promised anything, we stopped think- 
ing about that thing; we knew she would come 


through.” 

3. Read Romeo and Juliet and Othello.—For 
famous and beautiful examples of utter faithful- 
ness and unshakable honor, re-read the moving 
stories of Juliet and Desdemona. 

4. Your Letter Writing—Study to see how 
convincingly and disarmingly candid and straight- 
forward you can be in your business correspon- 
dence—study the effect of this quality (or the 
lack of it) in other people's letters. And take some 
pains to write your friends about Sir Walter Scott 
and Mark Twain as examples of this noble quality 
of honorableness. 
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A Good Secretary Must 
Jmitale Three Menkeys ve 





A boss who has 900 secretaries, S. L. Workman, has decided at long last 
what makes a good secretary. 

Above all, he revealed, she must imitate the three monkeys who represent 
the adage: ‘See no evil, hear no evil, speak no evil.” 

“A secretary is in a position to know everything good and everything 
bad about a business,” said Workman, president of a Chicago secretarial firm. 

“Any plan the management has can be ruined by the information getting 
out,” he said. 

‘For example, if the boss is considering a bonus for his employes, the 
whole thing might fall through if his secretary corners a girl friend and twitters: 
‘Oh, Mable! We're going to get a bonus!’ ” 

While attending a convention of the National Office Management As- 
sociation, Workman said every good secretary will abide by the following 
rules: 

1. Protect your boss but don’t coddle him. ‘““Any man who deserves 


- to be called an executive doesn’t want to be yessed. He appreciates construc- 


tive criticism. I can learn as much from my secretary as from one of my vice- 
presidents.” 

2. Think for yourself and express yourself. ‘If the boss doesn't en- 
courage his employes to think for themselves, how can he get the benefit of 
their brain power? And that’s all business is—a combination of brains.” 

3. Dress smartly but conservatively. “Girls who overdress in an office 
are too diverting—in more ways than one. Besides, overdressing creates a 
feeling of superiority over fellow workers. We provide plenty of mirrors in 
our office. We encourage girls to keep themselves neat. Pride in one’s self 
results in pride in one’s work.” 

4. No tears. “The boss has his good days and bad days like anyone 
else. His secretary is the one he relies on, confides in. If he has to worry 
ot what he says to her when the going gets rough, she loses her value to 

im. 

5. Don't fall in’ love with the boss. “Actually, there’s not much danger 
of this. The boss-secretary relationship is like a marriage, in a sense. She 
sees him at his worst. Generally, when the working day is done she’s only too 
glad to get away from him and meet her fellow at the corner.” 

6. Don't talk too fast. ‘‘Don’t breeze out of the boss’ office and slap some 
work down on someone's desk. This creates resentment. Be graceful and easy- 
going and ask—don't demand—that some job get attention. Don’t feel superior 
just because you are the boss’ secretary.” 
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Cities in Which 


NSA CHAPTERS 
Have Been Gormed 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 
Ft. Wayne, Indiana 
Davenport, Iowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansville, Indiana 
Denver, Colorado 
Cedar Rapids, lowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 
East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, lowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 
Butte, Montana 
Clinton, Iowa 
Evanston, Illinois 
Saginaw, Michigan 
Alexandria, Louisiana 
Paducah, Kentucky 
Lansing, Michigan 
Cleveland, Ohio 
Portland, Oregon 

St. Paul, Minnesota 
Salt Lake City, Utah 
Monroe, Louisiana 


Pueblo, Colorado 


Des Moines, Iowa 
Ventura, California 

Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Lincoln, Nebraska 
Miami, Florida 
Chattanooga, Tennessee 
Bartlesville, Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta, Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana, U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield, California 
Kalamazoo, Michigan 
Manhattan, Kansas 
Joliet, Illinois 

Kokomo, Indiana 

Alton, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 
Oak Park, Illinois 

Battle Creek, Michigan 
Mason City, Iowa 

Fargo, North Dakota 
Flint, Michigan 
Kankakee, Illinois 
Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 


Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, Iowa 

Terre Haute, Indiana 
Peoria, Illinois 
Burlington, lowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
Hannibal, Missouri 
South Bend, Indiana 
San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Gary, Indiana 

Jackson, Michigan 
Oakland, California 
Bay City, Michigan 
Washington, D. C. 
Grand Rapids, Michigan 
Aurora, Illinois 
Stockton, California 
Tucson, Arizona 

Duluth, Minnesota 
Raleigh, North Carolina 
Phoenix, Arizona 

San Jose, California 
Winston-Salem, N. Carolina 
Erie, Pennsylvania 
Buffalo, New York 

Ann Arbor, Michigan 
Vallejo, California 
Muskegon, Michigan 
Asheville, North Carolina 
Akron, Ohio 

Pittsburgh, Pennsylvania 
Youngstown, Ohio 
Harrisburg, Pennsylvania 


This is only a partial list. New chapters are being added constantly. 
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